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FI$Cal
FMS Flowcharting Standards – Please use ONLY the symbols shown below, following these guidelines:
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Start

End

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Indicates point at which the process ends. Does 

not represent any activity.

Batch 

Process

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

Decision 

Outcome

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

On-Page Connector. Used to avoid complex 

overlapping connector lines or to continue a 

process on a subsequent page.  Connectors are 

labeled with UPPER CASE letters.

Swim lanes are used to indicate which organizational unit or external entity has 

primary responsibility for steps in the process.  If an activity involves 

participation by more than one organizational unit, place it in the swim lane for 

the unit with primary responsibility.

Indicates point at which the process begins. Does 

not represent any activity.

Represents a document of any kind, either 

electronic or hard copy

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Inter Process Connector. Used to connect steps 

between business processes.   Connectors are 

labeled with UPPER CASE letters.

Step 

Description

Document

Represents a process step that is performed within the 

PeopleSoft system. Use a verb phrase (Process Invoice) NOT a 

noun phrase (Invoice Processing) to describe the step.

Manual 

Operation



Process P-Card Transactions – Use P-Card
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Obtain 

Item / 

Swipe 

Card

Obtain 

Receipts/

Documentation

Process Pcard 

Load 

Statement

Create Direct 
Purchase Order/

Enter Card 
Information  

Review/Update 
Line, Shipping, 

Funding 
Information

Add Comments / 
Attachment as 

required

Route PO for 
Workflow Approval 

per SRP and 
Departments 

Rules

Approved ?

No

Run Budget 
Process/

Encumbrance for 
PO 

Pass 

Budget 

Check ?

Dispatch POYes

To PO3      

Receive 

Goods and 

Services

Yes

Budget 

Issue 

Resolved?

Yes

End

Contact 
Budget 

Officer to 
resolve

No

From ePro3 Create 

& Approve 

Requisitions

Some transactions 
may be orignate from 

requisitons

Orders may be 
against an LPA
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FI$Cal
Process Procurement Card – Load Statement
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No

LOAD PROCUREMENT 

CARD STATEMENTS TO 

TRANSACTION TABLES

STAGING

ERRORS?

LOAD PROCUREMENT 

CARD STATEMENTS TO 

STAGING TABLES

Yes

REVIEW & CORRECT 

STAGING ERRORS

Reconcile 
Statement

RECEIVE 
PCARD 

FILE
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FI$Cal
Procurement Card Reconcile Transactions
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RECEIVE EMAIL 

NOTIFICATION THAT 

TRANSACTIONS ARE 

AVAILABLE TO REVIEW

CARDHOLDER 

TRANSACTION 

APPROVAL

VERIFY 

TRANSACTIONS 

AGAINST RECEIPTS

FROM PROCESS PCARD 

LOAD STATEMENT

TRANSACTIONS 

MATCH?

APPROVED?

SET TRANSACTION TO 

VERIFIED

PLACE DISPUTE

TAKE CORRECTIVE 

ACTION

TRACK OR RESOLVE 

DISPUTED 

PROCUREMENT CARD 

CHARGES

LOAD STATEMENT TO 

VOUCHER STAGING 

TABLES

TO AP UPLOAD 

VOUCHERS (IMPORT AND 

BUILD)

Yes

Yes

No

No

ENTER UNSPC CODE, 

SABRC/EPP, SB/DVBE 

INFO

RESOLVE DISPUTED 

PROCUREMENT CARD 

CHARGES WITH THE 

BANK OUTSIDE THE 

SYSTEM
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FI$CalAP Enter and Process Voucher - Upload Vouchers(Import and Build)
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No

Yes

No

Yes

Return error to source 
system for correction

Edit & Load Voucher 
Tables.  Run Voucher 

Build Application 
Engine 

(AP_VCHRBLD).

Receive Inbound 
Voucher Data

Recycle 
Status?Pre-Edit 

Errors?

Error File Created

Voucher Status is 
“Recycle”

Make corrections 
as required

Sources:  Interface Systems and P-
Card transactions

Pre-edit & Load 
Staging Tables

Load Inbound 
Voucher Data

Run Voucher 
Build Process

Report of Interface 
ResultsStart

G
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